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S t a f f  S u p e r v i s o r  894-51 22 

8 .  Ear l ies t  & Latest  
Dates of Ser ies  . ~. .. . 9 .  Exact Ser ies  T i t l e  ~~ 

'' Stroke ;md Hear t  A t t a c k  Prevention Cl ien t  Case  Fi les  
.__~ 

19 74-Presen t  
.- 

:"What i,s t he  function of t h e  of f ice  i n  which this ~record  s e r i e s  is  created? 



1x1 [ I 

13. Is t h i s  t he  Record Copy of t h e  se r i e s?  

1 4 .  Is there  a duplication of t h i s  series I n  another of f ice  or agency? 

15. Is the information contained i n  t h i s  s e r i e s  ever summarized o r  published? 
Attach copy of summary o r  publication.Quarterly and annual c l i e n t  treatment reports .  

16. Does the s e r i e s  contain c l a s s i f i e d  information*requiring secur i ty  handling? 

17. Does the  s e r i e s  i n i t i a t e ,  amend or terminate agency pol ic ies  and procedures? 
Confidential c l i e n t  medical information. 

18. Could the function be performed i f  the f i l e s  were l o s t  o r  destroyed? I 
19. Is t he  s e r i e s  (or major portion of it) regularly microfilmed? If yes ,  why? 

20. Does the record se r i e s  provide data as input t o  .~ an EDP f i l e ?  
Quarterly and annual summary treatment reports.  

Quarterly and annual summary treatment reports.  

s i t i o n  of these f i l e s ?  

[XI [ 1 

21. Does the record series contain documentation produced as EDP printout?  LYl [ 3  

22. Has the  Federal Covernment issued instruct ions governing t h e  retention/dispo- . [ ] [XI 

23. W i l l  t here  be a-need f o r  these records 10,  15  years from now? I f  yes, what? , . - [  ] - h ]  
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2 b .  R E Q U I R E M N T S .  , -e . .  following requires t h e ~ f i l e s  t o  & - k e p t  ~ _. ' 5 yea r s  : 

a.[]STATE 'b;[]STATUTE OF ' c.[lAUDIT d.[]FEDE@L e.~]ADMfNIST~TIVE f.[]HISTORiCAL ~~ 

~. LAW LIMITATION . ' ' ~  . PERIOD . .  LAW DECISION ' -  V A L F  - . 

(Cite Law, Statute,  OP other reason f h r  t,he rt:tt.izt<& rc@&mcntJ~ 
To provide for long term followrup'evaluation of program goals and achievements. '- 

. -  . 

i ~ 
I 

25. AGENCY RECOMFENDATIONS. T h i s  agency recommends tha t  the f i l e  s e r i e s  be cut of f  at  the end 
of each -[]CALeNDAR YEAR -[]FISCAL YEAR -k]OTHER See below ,then : 

. ~~ . 

] Hold i n  the current f i les are'a ' 'month(s)/ year(s) :  
] .Transfer t o  [ 1 S t a t e  Records Center [ 1 Local Holding Area; hold yea r ( s ) :  

- ~. .~ .- __ . - . .  I 'Destroy . .~ 

] Transfer t o  S ta te  Archives fo r  permanent  retention.^ 
..I Destroy immediately aner cut-off. . ~~ .~ ~ .~ 
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] Other: (Specify) 
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. .  SEE ATTACHED SHEET . .- .~ .~ c - - .  . , .  
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(Indicate briefly rationale for  recomndations above/or write a d d i t i a a 2  r e m a r k s )  : 
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When client becomes i n a c t i v e  i n  the program,  p l a c e  a l l  p a p e r s  i n  the i n a c t i v e  f i l e ;  
then c u t - o f f  the i n a c t i v e  f i l e  a t  the end of the c a l e n d a r  y e a r ;  h o l d  i n  c u r r e n t  f i l e s  
a r e a  or S t a t e  Records Center for  5 y e a r s ;  then d e s t r o y  

Deceased clients - Upon n o t i f i c a t i o n  o f  d e a t h ,  p l a c e  i n  deceased  f i l e ;  c u t - o f f  
deceased  f i l e  a t  the end o f  the c a l e n d a r  y e a r ;  h o l d  i n  c u r r e n t  f i l e s  a r e a  f o r  one 
y e a r ;  then d e s t r o y .  


